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m EDP Records in 
the National 
Archives of 
Canada 


For nearly twenty years, the federal 
government has been generating 
increasing volumes of computer data 
supporting a variety of diverse program 
activities. In addition to serving the 
immediate program requirements of 
goverment institutions, these data have 
assumed considerable importance with 
respect to the examination of past trends 
and the formulation of future policy. 


As much as information recorded and 
used in automated information systems 
is a valuable resource, it is also fragile, 
and such information stored on electro- 
magnetic devices is subject to irrecover- 
able loss if kept in poor environmental 
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From the perspective of the National 
Archives, these data represent a valuable 
cultural and archival resource, the preser- 
vation of which is essential to future 
research communities including the 
federal government. 


conditions, if stored in formats depend- 
ent upon technological environments 
that change over time, or if unsupported 
by adequate documentation. The on- 
going preservation of this form of 
recorded information is one of the 
challenges to the federal government, 
and in particular the National Archives. 


The National Archives first began to 
address this challenge with the estab- 
lishment of the Machine Readable 
Archives Division in 1973. Data archivists 
associated with this program have been 
responsible for assessirig machine read- 
able data for archival value, and ensur- 
ing that valuable data are acquired, 
copied and stored in rigorously con- 
trolled environmental conditions. 


National Archives | Archives nationales aM ae 
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Considerable effort is made to ensure 
that documentation required to maintain 
both physical and intellectual access to 
the data is also available, and a conser- 
vation program to annually rewind tapes 
containing more than 1,200 data files, 
and copy the data to new tapes every five 
years, is Strictly followed. 


The Automated Information Systems 
Division 

In January 1987, the Automated Informa- 
tion Systems Division (AIS) was estab- 
lished in the Government Records 
Branch of the National Archives of 
Canada. Its establishment was based on 
the recognition that an increasing vol- 
ume of data is being generated, stored, 
managed and disseminated through 
electronic means, throughout the public 
sector. Effective ways to identify and 
assess the data for long term value and 
subsequent acquisition by the National 
Archives, were needed. 


Given the assumption that the quality of 
the archival data is dependent upon the 
quality of the information management 
practices in any institution, AIS was 
established to provide a comprehensive 
and systematic approach in assisting the 
National Archives and federal institu- 
tions in the identification, appraisal, 
documentation and preservation of data 
in systems. 


In cooperation with Treasury Board 
Secretariat, AIS will assist in the devel- 
opment of standard operating practices 
that will permit the retention and dis- 
posal of data in accordance with the 
requirements of the National Archives 
of Canada Act, and other acts and 
regulations. 


The Division also works closely with 
appropriate contacts in other govern- 
ment institutions to develop strategies 
that will result in the establishment of 
approved data retention and conserva- 
tion plans for their data holdings. 


ied 


Canada 


= Computer Tapes 
and Paper 
Records ina 
Records Centre 
Operation 


Holdings 

With a network of seven records centres 
located in key cities across Canada, the 
Federal Records Centres Division (FRC) 
of the Government Records Branch 
stores over 1.5 million boxes of paper 
records and approximately 120,000 com- 
puter magnetic tapes in active Tape 
Libraries. These tapes hold nearly three 
times as much as the paper records. In 
terms of square metres of floor space 
occupied: 46,450 square metres are 
presently required for paper, and only 
335 square metres for magnetic tapes. 


Storage Conditions 

Because they are more sensitive than 
paper records, electronic media records 
are maintained in environmentally con- 
trolled storage vaults under specified 
temperature and humidity controls, in 
clean conditions and away from electro- 
magnetic fields. All records centres have 
specially constructed vaults where tem- 
perature is maintained at 20° (+ 2°) and 
relative humidity at 50% (+5%). There 
are also dust controls, and the vaults are 
located in the middle of the buildings 
away from perimeter walls. In the vaults, 
computer tapes are hung by their plastic 
wrap-around or stored in metal con- 
tainers on tape shelving. Paper records, 


on the other hand, are stored in card- 
board boxes on open shelving in a ware- 
house type of environment. 


Packaging, Pick Up and Delivery 

In the centres, computer tapes are also 
handled differently. For transfer, the 
majority of FRC’s clients insist that their 
tapes be packaged in proper tape con- 
tainers, and share the expense. To facili- 


What are the differences in the way 
records centres manage computer tapes 
and paper records? In comparison to 
paper records, computer tapes are han- 
dled, stored, scheduled, indexed and 
retrieved quite differently, in keeping 
with the requirements of their particular 
medium. 


tate the safe transfer of information on 
those tapes, a supply of containers must 
be maintained at both the client’s site 
and the records centre tape library. Paper 
records, on the other hand, are normally 
transferred in cardboard boxes, or paper 
envelopes if they are single files. All 
types of records, however, are delivered 
to the clients in air conditioned vans. 


Scheduling 

Current procedures in the National 
Archives require that information on 
computer tapes entering the records 
centres have approved retention and dis- 
posal information. Although the major 
movement of tapes at the centres are of 
those required for weekly, monthly and 
annual generations for back-up pur- 
poses, the information they contain is 
subject to the requirements of the 
scheduling system. The same require- 
ments are also in place for all paper 
records. 


Indexing 

While stored in the records centres, all 
records must be indexed to ensure con- 
trol and fast retrieval. Computer tapes are 
maintained, controlled and retrieved 
through an automated database. Paper 
records, on the other hand, are stored in 
boxes with the first and last file listed on 


the face of the box. A shelf list is used 
by the records centres and the clients. 


Future 

There is no indication of adecline in the 
transfer of paper records of computer 
tapes to the records centres. The growth 
rate for paper records is approximately 


three percent annually, while the use of 
computer tapes is growing at an annual 
rate of about fifteen percent. As paper 
records continue to be generated, and 
the use of computer tapes and other 
electronic media increase, more space, 
human resources and technical knowl- 
edge will be required to service clients. 


The centres must be able to respond to 
the times if they are to continue to play 
an ever increasing role in ensuring the 
proper management of government 
information resources. a 


m Records 
Management and 
Micrographic 
Systems Training 


Training Needs Analysis 

During the winter and spring of 1987, the 
Bureau of Management Consulting stud- 
ied the need for records management 
and micrographics training in the federal 
government. The following is asummary 
of the Bureau’s report to the Government 
Records Branch. 


Using surveys and interviews, some 
450 records management and micro- 
graphics personnel, from support staff 
to supervisors, coordinators and records 
managers were contacted. They were 
drawn from federal departments, at 
headquarters as well as in the regions. 


Information gathered on the respond- 
ents reveals some reasons why further 
training is needed. 


Results Concerning Personnel 
e The rate of staff turnover is signif- 
icant; 


e the level of recruitment from outside 
the public service, particularly in the 
regions, is also significant; 


= The Role of 
National Archival 
Institutions in 
the Management 
of Recorded 
Information 


Dr. Jean-Pierre Wallot, National Archivist 
of Canada and Dr. Frank Burke, Archivist 
of the United States, gave a presentation 
on the role of national archival institu- 
tions in managing recorded information, 
at the 32nd Annual Conference of ARMA 
International, 20 October, in Anaheim, 
California. This marked the first time two 
national archivists shared a presentation 
at the annual gathering of information 
management professionals. 


Dr. Wallot spoke on the involvement of 
a records management program in a 


¢ support staff in the regions spend less 
time in a particular job than their 
colleagues in the National Capital 
Region; 


¢ many support staff perform a variety 
of duties. 


There was broad agreement on the need 
for training in such areas as records 
office operations, classification, and 
establishing retention and disposal 
schedules. The high degree to which 
respondents linked training needs to cur- 
rent operations may indicate that on-the- 
job training should be strengthened; the 
means to do so might include new train- 
ing activities and aids from the Archives. 


Respondents’ comments on the delivery 
of training focussed on courses, since 
classroom instruction has been the pri- 
mary delivery mechanism to date. This 
does not preclude future use of other 
training media, such as self-instructional 
publications. 


Training Suggestions 

e Department-Tailored: Courses should 
be tailored to meet specific depart- 
mental needs, should be short in 
duration, and if possible, be located 
conveniently close to course par- 
ticipants; 


¢ Comprehensive: Subject matter 
should be covered in depth, and allow 


Dr. Frank Burke, Archivist of the United States 


national archives, and the role of archives 
as the memory of a government and a 
people. In reference to why archives are 
assigned the responsibility for informa- 
tion management, he alluded to the 
responsibilities not only for the collec- 
tion of archival records at the end of their 


full participation by providing hands- 
on experience. All instructional mate- 
rial should have a practical emphasis 
and be produced in a handy format for 
easy reference purposes; 


Level Geared to Learner: Junior and 
senior support staff require more oper- 
ational training, while officers and 
managers have greater need for a 
managerial emphasis. Subject matter 
should be arranged in series of ‘“‘build- 
ing block” courses, with content rising 
in complexity and range to meet the 
needs of personnel as they gain expe- 
rience and take on greater responsi- 
bilities; 

¢ Knowledgeable Instructors: Pre- 
senters of material should know their 
subject matter thoroughly; 


¢ Continuing Professional Develop- 
ment: Refresher or up-date courses 
should be offered periodically to 
acquaint the target population with 
new developments in legislation and 
policies, and new directions in records 
management and micrographics. 


The report is already being used as a 
basis for planning a more varied and 
focussed set of training activities start- 
ing in the next fiscal year. Comments 
and suggestions directed to the Branch 
would be appreciated. 


active life, but also for the smooth flow 
of information within government. He 
also spoke on the need for an integrated 
management approach within large 
Organizations that depended on a 
number of information management 
jurisdictions. 


Wallot mentioned the need to manage 
information through sound management 
practices, assigned authority, people 
with the “right stuff,” the need to protect 
information from unauthorized access, 
and the need to determine appropriate 
retention and disposal periods for infor- 
mation. Dr. Burke was careful to ack- 
nowledge the impact that technology 
will have in the future, and he speculated 
that the records manager of tomorrow 
would be knowledgeable, with skills and 
abilities to manage the complex require- 
ments of future information manage- 
ment needs. i 


Optical Disk 
Seminar 


On 30 September 1987, the National 
Archives of Canada (NA) presented a 
seminar on the current state of optical 
disk technology, as well as examining 
its strengths, weaknesses and possible 
applications. The seminar was one of 
a number of initiatives taken by the 
Goverment Records Branch to facilitate 
the management of government records. 


Ralph Westington, A/Director, Records 
Management and Micrographic Systems 
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Compact disk 


of the National Archives welcomed more 
than 100 federal government participants 
and introduced the guest speakers. Bill 
Hooton, director of the Optical Digital 
Image Project, at the American National 
Archives and Records Administration, 
discussed his organization’s involve- 
ment in optical disk. 


An overview of optical disk technology 
was presented by Fred Ridley, a senior 
member of the engineering staff of the 
Canadian firm, Paramax Electronics Inc. 


The Bulletin is published by the Government Records Branch and Public Programs Branch 
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Ridley traced the development of digital 
imaging and provided an insight into 
some of the developments that we can 
expect to see in the future. 


Michael Andrews, NA, responsible for 
advice and applied research in the 
Government Records Branch, drew 
attention to the recent Micrographic 
Review survey on the current state and 
future planning of micrographics in the 
Canadian government. Andrews said the 
survey indicated potential for growth in 
the use of micrographics as well as other 
imaging technologies such as optical 
disk. 


Canadian government activities in this 
area were summarized by Stephen 
Donahoe also of the National Archives, 
Government Records Branch. Donahoe 
also spoke about existing and possible 
future installations of optical disk sys- 
tems in federal government institutions. 


Information on this seminar, or informa- 
tion related to the application of optical 
disk technology, can be obtained by call- 
ing the Advice and Research Section at 
(613) 954-4208. 


Archives of Canada, 395 Wellington St., Ottawa, Ontario, K1A ON3 


Cardillo Award — 
Records 
Management 
Institute 


Fernande Desparois, recipient of the Cardillo 
Award 


The Cardillo Award recognizes excel- 
lence and significant achievement in the 
field of records and information manage- 
ment. The 1987 Cardillo Award was pre- 
sented to Fernande Desparois, Chief of 
Records and Micrographics Manage- 
ment of the Department of Finance, 
Treasury Board Secretariat and the 
Office of the Comptroller General. 


Co-ordinator: Winston Gomes 
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